
 

 

 

  

State Of Connecticut, Department of Social Services 

SBCH Program – 
Random Moment Time 
Study (RMTS) 
User Guide 

June 2016 
Reimbursement & CON 

Updated 6/30/16 



SBCH Program – Random Moment Time Study (RMTS) 

 

 

1 | P a g e  
 

The School Based Child Health Medicaid program (SBCH) is the mechanism by which the Local 

Educational Agency (LEA) may seek Medicaid reimbursement for Medicaid-related health-care 

services when provided to an eligible student pursuant to the student’s Individualized Education 

Program (IEP) or section 504 plans.  The SBCH also provides a means for LEAs to seek federal 

reimbursement for expenditures related to administrative activities that are included in the SBCH 

provider agreement that are related to the state’s Medicaid program. The Random Moment Time 

Study (RMTS) is a CMS approved time study allocation methodology. The RMTS process identifies 

the portion of time that staff from each participating LEA spends performing Medicaid reimbursable 

tasks under the SBCH Program. 

This guide provides step-by-step instructions for completing the RMTS.  Included in this guide 

is information pertaining to: 

 The RMTS process 

 District responsibilities to participate in the RMTS 

 Determining RMTS participants 

 Obtaining and updating a User ID and password for participants 

 Resetting forgotten passwords 

 Entering data 

 Understanding RMTS deadlines 

 Accessing reports for compliance monitoring 

 Contacting the University of Massachusetts Medical School (UMMS) for systems 
assistance 

 

Contact Information 

University of Massachusetts Medical School (UMMS) 
Center for Health Care Financing 
CT School Based Medicaid Program 
333 South Street 
Shrewsbury, Massachusetts 01545 
 
schoolbasedclaiming@umassmed.edu 
 
Phone:  800-535-6741, option 1 
Fax: 508-856-7643 
 

 

 

 

 

mailto:schoolbasedclaiming@umassmed.edu
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Random Moment Time Study (RMTS) 

The Random Moment Time Study (RMTS) quantifies the work of a statewide group of health 

professionals and support staff involved in the delivery of medical and health-related services 

provided through the SBCH Medicaid program by randomly sampling moments of time of 

work efforts of these individuals.  The RMTS is completed on line using the statewide RMTS 

system administered by the University of Massachusetts Medical School (UMMS).  The RMTS 

does not replace the requirement to document direct medical services provided to students.   

The RMTS is conducted for each quarter of the instructional school year.  No time study is 

conducted during the months of July-September. 

Q#2 October 1st – December 31st 

Q#3  January 1st – March 31st 

Q#4 April 1st – June (the last day of school for the district) 

 

An outline of the RMTS process follows below. 

 The district RMTS coordinator enters district-wide calendars and staff hours into the 
RMTS system on-line prior to August 15th of each year.  Calendars are updated  with 
any changes to the last day of school prior to March 1 each year. 
 

 The district RMTS coordinator uploads the list of eligible RMTS participants into the 
UMMS system 30 days prior to the start of the quarter. 

 

 RMTS participants receive passwords from the RMTS system via email. 
Participants, moment dates and times are randomly selected from the statewide pool 

through the RMTS system. 

 Participants receive notification of moments from the RMTS system at the time of the 
moment.  Per CMS requirements, participants are not allowed any advanced 
notification of moments. 
 

 Participants login to the RMTS system and respond to the questions within the two 
calendar-day grace period. 

 

 Participants will be contacted as needed by UMMS for clarification of answers. 
 

 Participants receive follow-up email reminders from the RMTS system if data is not 
entered 4, 24, and 28 hours after the moment and 12 hours prior to the expiration of 
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the moment.  The participant’s supervisor and the district RMTS coordinator are copied 
on emails sent 28 hours after and 12 hours prior to the expiration of the moment. 
 

 After two calendar days, the participant will not be able to complete or edit the moment. 
 

 Quarterly statewide time study results are calculated by UMMS and provided to DSS 
and providers for compliance monitoring. 

 

SBCH Participating District Responsibilities 

Each district is responsible for completing the following tasks to ensure that the RMTS 

process is successfully completed. 

Step 1: Designate a time study coordinator for all communication between UMMS, DSS, 

and the school district.  Using the RMTS Coordinator Designee Form (see 

Appendix A for form), this information should be sent to DSS at 

dss.sbch@ct.gov and to UMMS at schoolbasedclaiming@umassmed.edu. 

Step 2: Prior to the start of the school year, provide group names to UMMS for the 

upcoming school year (if changes are necessary).  If no changes are needed, 

enter the district school year calendar information into the online UMMS RMTS 

system. 

Step 3: The district RMTS coordinator identifies the personnel who are eligible to 

participate in the time study. 

Participants may only be included in 1 of the following 3 provider pools.  All providers must 

meet the qualifications as outlined in the Medicaid SBCH Program User Guide in the section 

“Provider Titles and Qualifications”. 

 Administrative Only Providers; 

 Nursing, Psychological and Medical Services Providers; and 

 Therapy Services Providers 
 

Direct Service Providers 

 Include personnel who meet the credentialing qualifications outlined in the Provider 
Titles & Qualifications table (see Appendix B) and who will be reasonably expected 
as a part of their current job duties to provide Medicaid-covered, IEP-related (or 
section 504 plan listed) direct medical services to students (Medicaid eligible and/or 
non-Medicaid eligible) in the quarter being requested.   
 

mailto:dss.sbch@ct.gov
mailto:schoolbasedclaiming@umassmed.edu
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 Include Medicaid Billing Personnel who will be reasonably expected as part of their 
current job duties to perform SBCH Medicaid billing functions in the quarter being 
requested.   
 

 Individuals who are 100% federally funded or are contracted providers of the district 
must be excluded from the RMTS. 
 

 The following outlines the provider titles which fall into the Direct Service Provider 
categories, Pool 2-Nursing, Psychological & Medical Service Providers and Pool 3-
Therapy Service Providers. 
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Administrative Only Participants 

 Include health personnel who meet the provider qualifications outlined in the 
Provider Titles & Qualifications table (see Appendix B) and complete 
reimbursable Medicaid administrative tasks, such as Medicaid outreach and 
facilitating Medicaid Eligibility and Enrollment or qualified providers who do not 
submit claims through Medicaid, but perform Medicaid reimbursable 
administrative tasks.  Individuals in this pool may include district support staff. 
 

 Individuals who are 100% federally funded or are contracted providers of the 
district must be excluded from the RMTS. 

 

 Below are providers who typically fall into Pool 1- Administrative Only Providers. 
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Administrative activities that are reimbursable under the SBCH program include: 

Medicaid Outreach:  Performing activities that inform eligible or potentially eligible individuals 

about Medicaid and how to access it; 

Facilitating/Assisting in the Medicaid (HUSKY) Application Process:  Assisting individuals 

in applying for Medicaid; 

Provider Networking/Program Planning/Interagency Coordination:  Performing activities 

associated with the development of strategies to improve the coordination and delivery of 



SBCH Program – Random Moment Time Study (RMTS) 

 

 

7 | P a g e  
 

Medicaid-covered services to school-age children, and performing collaborative activities with 

other agencies regarding Medicaid-covered services; 

Individual Care Planning, Monitoring, Coordination and Referral:  Making referrals for, 

coordinating, training on and/or monitoring the delivery of Medicaid-covered services; and 

Arrangement of Transportation and Translation Related to Medicaid Services:  Assisting 

an individual to obtain Medicaid-covered transportation or translation services. 

Step 4:  The district RMTS coordinator prepares and uploads (or extracts and uploads 

from the UMMS system) the quarterly RMTS participant list.  

RMTS participant files must be uploaded approximately 30 days before the start of each 

quarter, even if no changes are necessary.  The “Quick Guide to Uploading RMTS 

Participants” (see Appendix C) document is a helpful resource to extract and upload the 

RMTS participant lists for the district RMTS coordinator. 

It is important to review the information for each participant on the list to ensure that it is 

accurate for the quarter being uploaded.  By including a participant on the list, the district is 

certifying that he/she has the qualifying credentials for the job description listed and is 

reasonably expected to provide/perform Medicaid-covered, IEP-prescribed, direct medical 

services, Medicaid-related administrative activities, or SBCH Medicaid billing services for the 

quarter being requested.   

On-line Training for RMTS Participants 

On-line training is available for time study participants at the UMass RMTS website provided 

in the email sent to the RMTS participant.  The on-line training must be completed by 

participants one time every 365 days.  It is therefore, good practice to have participants log on 

prior to the start of the quarter to ensure that their credentials allow them access to the site, 

that they are able to access the system, and that they have adequate time to complete the 

required training before moments are issued. To review the module: 

 Step 1:  After logging in, click “Online Training” in the left navigation. 

Step 2:  Select “SBCH RMTS Participant Training”, click on “play” and follow the instructions 

as presented in the self-guided module. 
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 Step 3:  Once the training module is completed or is closed prior to completion, the following 

screen will appear.  Click on the button that indicates whether or not the RMTS 

training has been completed then click submits. 

On-line Training Management Reports 

Training reports are available that indicate those participants who have access the training 

module. A sample of the reports may be found in Appendix D. 

1. Training Documents Viewed Report:  This report lists all participants who have 
viewed the online training module.  It includes the time study participant’s name, 
employee ID number, job type, job description, job code. Module name, and the date 
and time that the module was accessed. 
 

2. Training Documents Not Viewed Report:  This report lists participants and training 
modules they have not reviewed.  It includes the time study participant’s name, 
employee ID number, job type, job description, job code, email, and module name 
that were not accessed. 

 
 

The following steps outline the process for accessing and using the summary reports. 

Step 1:  After logging into the RMTS system, click “Online Training” in the left 
navigation bar. 

 
Step 2:  Click “Training Summary” in the left navigation bar. 
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Step 3:  Click on the name of the report to view or print. 

 

 

 

 

 

The “State” field will default to CT for Connecticut.  The “School District” field will display your 

school district name.  

Step 1:  In the “Name’ field, either select an individual participant from the drop-down list or 

choose “All” to view data for all RMTS participants. 

Step 2:  Enter “Start Date” and “End Date”. 

Step 3:  The “Training Material” lists all online trainings. 

Step 4:  Click “View as Excel”. 

 

Time Study Participant Responsibilities and Instructions 
 
The provider-specific lists of time study participants will be combined into three 
statewide pools.  From these pools, participant moment(s) days and times will be 
randomly selected for completion.  Each selected participant will receive a notification 
email at the time of hid/her moment(s).  The participant will answer four questions and 
certify his/her responses. If the moment remains unanswered, reminder emails will be 
sent four hours, 24 hours, and 28 hours after the selected moment is issued and 12 
hours prior to the moment expiration.  After two calendar days, the participant will no 
longer be able to enter or edit data for the selected moment. 
 
Note:  Requiements by the Centers for Medicare and Medicaid (CMS) state that 
participants, all school district staff, and their designated billing agents/vendors are not 
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allowed any advanced notification of moments.  This includes a restriction on all RMTS 
reports so that future moments will not be available on any reports. 
 
This section provides detailed instructions for the time study participant so they can 
successfully log in and complete the time study. Information includes: 
 

 Obtaining User ID and password 

 Reset/Forgot Password 

 Entering and saving data 

 Certifying data 
 
 
 
 
 
 
 
Obtaining User ID and Password 
 
Step 1:  An email will be sent from schoolbasedclaiming@umassmed.edu with a User ID, a 

temporary password, and a link to the UMMS RMTS website.  Note:  Please save the 

email where you can retrieve it easily. 

Step 2:  Click on the link provided in the email notification. 

Step 3:  When clicking on the link, the designated USER ID (consisting of composed of parts 

of the user’s last and first name) will prepopulate in the User ID field.  Note:  The User 

ID is only prepopulated when the website link is used.  If the link is not used, the user 

must type in his/her User ID. 

Step 4:  Type in or copy and paste the temporary password provided.  Click “Login”. 

 

 

 

 

 

 

 

mailto:schoolbasedclaiming@umassmed.edu
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Step 5:  Read the Non-UMMS User Data Access Agreement and check the box “accept 

the terms and conditions of this agreement”. 

Create and enter a new password in the box to the right of “New Password”.  Click 

“Clear” to clear the field and retype the password.  Verify the password by entering it a 

second time in the box to the right of “Confirm Password”.  Click “Save”.  

 Note:  Passwords must be a minimum of eight characters, must contain at 

least one uppercase, one lowercase, and one numerical value.  In 

addition, you cannot repeat previously used passwords. 

 Passwords will expire every 90 days, at which time the system will prompt 

the user to create a new one when logging in. 
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The time study page will then appear on the screen. 

 

Reset/Forgot Password 

If the participant has forgotten his/her password, he/she may reset their password using 

the login screen.  To do this: 

Step 1:  Click on the “Reset/Forgot Password?” link underneath the User ID and 

password section. 

Step 2:  Provide the User ID and the email address that the RMTS system has on 

record. (Note:  if your email address has changed, email UMMS at 

schoolbasedclaiming@umassmed.edu or call (800)535-6741, option 1 to 

update your information). 

Step 3: Click “Reset. 

A message stating that the password has been successfully reset will appear on the 

screen.  A system-generated email will be sent with the same User ID and a new 

temporary password. 

Note:  You must know your User ID to reset your password. 

 

Failed Login 

If an error was made when logging in, the system will display “Incorrect User ID or 

Password”.  The participant may try again to enter his/her User ID and password.  After 

three failed attempts, the system will suspend the password.  Email UMMS at 

schoolbasedclaiming@umassmed.edu or call (800)535-6741, option 1 for assistance. 

 

Notification and Recording of Moment 

Step 1:  The participant will receive an email from 

schoolbasedclaiming@umassmed.edu indicating the date and time of his/her moment.  

This email will be sent at the time of the moment. 

Step 2:  The participant will log in and click on the link for the moment. 

mailto:schoolbasedclaiming@umassmed.edu
mailto:schoolbasedclaiming@umassmed.edu
mailto:schoolbasedclaiming@umassmed.edu
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Step 3:  Your assigned moments are listed on the screen.  Simply click on the moment 

you wish to answer: 
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Step 4:  The first question will be displayed.  A list of possible answers appears below 

the question: 

 

 

Step 5:  Click on your answer, then click “Next”.  

 

 

Step 6:  Answers to prior questions are displayed to the right for your reference as you 

move from one question to the next to complete your moment. 
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Step 7:  After answering the questions, review your answers, “Certify” that they are 

correct, then click ‘Submit”. 
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Step 8:  You will receive a confirmation number to confirm that your answers have been 

submitted. 
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Step 9:  From the “Home” screen, you can view prior moments by clicking on “Prior 

Moments” from the screen below: 
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Step 10:  When you are finished answering moments, simply click on “Log Out” from 

the top right hand corner of the screen. 

 

Step 11:  If the participant does not complete the moment, email reminders will be sent 

automatically from schoolbasedclaiming@umassmed.edu. 

 

Participation Requirements and Monitoring Compliance 

Participation is crucial to the accuracy of the RMTS results.  A statewide compliance 

rate of 85% per RMTS pool per quarter has been set by CMS.  If the statewide 

participation rate is not met, a statewide penalty will be applied.  The penalty is that non-

reimbursable time will be added to the time-study results for all non-responses.  This will 

negatively impact federal reimbursement for both Direct Service Claiming and the 

Administrative Cost Claim statewide.  Throughout the quarter, DSS and UMMS will 

monitor compliance across the state.  However, the district RMTS coordinator is 

required to monitor compliance for his/her district time study participants. 

Every district who has a response rate lower than 85% in any RMTS pool in a given 

quarter will receive a notification letter from DSS.  If compliance is not achieved and is 

the statewide response rate does not reach 85% in a given quarter, school districts that 

received a warning notification letter will be notified that their reimbursement may be 

withheld until the district reaches the required compliance rate.   

A series of management reports are available to monitor participation.  All reports are 

real-time and are accessible by the district RMTS coordinator.  Sample reports are 

provided in Appendix E.  Each report is described on the following pages. 

All moments have a status.  This indicates where the moment is in the process.  These 

statuses are displayed on multiple reports.  The district RMTS coordinator should 

closely monitor any participants with a status of “incomplete” and follow up with such 
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participants prior to the end of the grace period.  Below are the status terms used in the 

RMTS by UMMS. 

Incomplete:  The moment is in the future or the time study participant has not answered 

the question and the grace period has not ended.   

Incomplete Expired:  The time study participant has not answered the questions and the 

grace period is over. 

Manual Incomplete:  The time study participant answered the questions and a coder 

has not reviewed the answers. 

Automapped:  The time study participant has answered the questions and the system 

has assigned an activity code. 

Pending 1, 2 & 3:  The coder had reviewed the time study participant’s answers but 

needs additional information to code the response accurately. 

First Approval:  One coder has reviewed the time study participant’s answers and 

assigned an activity code to the moment and a second coder has not yet reviewed the 

assigned code. 

Approved:  The second coder has reviewed the time study participant’s answers and 

approved the activity code assigned by the first coder. 

Not Paid Time:  The time study participant has indicated that he/she was not scheduled 

to work at the time of his/her moment. 

 

RMTS On-Line Management Reports 

 
1. RMTS Participant Moments Completed Report:  This report lists details of 

moments the RMTS participant has completed.  It allows the district RMTS 
coordinator to know which RMTS participants have successfully answered the 
questions for their assigned moment in a timely fashion.  It includes the 
RMTS participant’s name, employee ID number, job description, job code, 
email, school district, group, the date and time of the moment, the date and 
time of the end of the grace period, and the status of the moment. 

 
 
2. RMTS Incomplete Moments Report: This report lists details of moments the 

RMTS participant has not completed.  It allows the district RMTS coordinator 
to know which RMTS participants have not answered the questions for their 
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assigned moment in a timely fashion.  It includes the RMTS participant’s 
name, employee ID number, job description, job code, email, school district, 
group, the date and time of the moment, the date and time of the end of the 
grace period, and the status of the moment. 

 
3. RMTS Participation Compliance Status Report:  This report shows details of 

how many moments each RMTS pool has during the quarter and how many 
are completed.  It allows district RMTS coordinators to monitor in aggregate 
how many moments have occurred, how many are completed, and the 
percentage of completed moments to total quarterly moments.  For each 
RMTS pool it includes total number of moments for the quarter, number of 
moments occurred to date, number of moments completed to date, number of 
moments not completed and expired, number of moments not completed and 
not expired, number of moments completed to date/total number of moments 
for quarter. 

 
 
 

The following steps outline the process for accessing and using the management 

reports: 

Step 1:  Click on “Reports” in the left navigation bar. 

Step 2:  Click on the name of the report to view or print. 
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Step 3:  Complete the fields below.  Then click “View as Excel”.  Note:  the system 

defaults to the current quarter and year. 
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Technical Notes/System Requirements 

UMMS recommends that all computer operating systems and browser versions be 

supported by their software vendor.  Each vendor’s policy varies so it is important to 

keep current with the supported software. 

Workstation Requirements 

 Operating Systems 
  Windows XP and newer 
  Macintosh 
 Web Browsers 

Internet Explorer 5.0 – 11.0 with MS Windows HP, Windows 7, or Vista  Note:  
RMTS Mobile and new UI require IE Version 9 or higher. 

  Safari 4.1 or Higher 
Mozilla Firefox 2.3 or Higher; utilize all their automatic updates 
Note:  Internet Explorer web browser is not supported on Macintosh operating 
system.  Safari should be used instead of IE.  Lifecycle policy and supported 
versions http://support.microsoft.com/en-
us/lifecycle/search?sort=PN&alpha=internet%20explorer 
Note:  a Change in support will occur on January 12, 2016 
https://support.microsoft.com/en-us/gp/microsoft-internet-explorer 

 Cookies 
  Workstations:  Enable cookie in browser. 
  See “Instructions for Finding your Browser/Enabling Cookies” 
 Web Filters 
  Workstations should allow access to the following URL 

Production Secure connection:  https://www.chcf.net/chcfweb/ and https://cbe-
rmts.chcf-umms.org/ 

 Email 
Email should allow delivery from Schoolbasedclaiming@umassmed.edu in large 
quantities on a single day. 

 Instructions for Online Training Application 
Flash Player is needed to run the instructions for online training program.  The 
following link http://www.adobe.com/software/flash/about/ has a connection 
to Player Download Center, which will walk you through the process of 
downloading the most recent version of Player.  It takes about two minutes.  
MP4 files can be opened with Windows Media Player, and other multi-format 
media players like VLC, QuickTime and more. 

 
 
 
 
 
 

http://support.microsoft.com/en-us/lifecycle/search?sort=PN&alpha=internet%20explorer
http://support.microsoft.com/en-us/lifecycle/search?sort=PN&alpha=internet%20explorer
https://support.microsoft.com/en-us/gp/microsoft-internet-explorer
https://www.chcf.net/chcfweb/
https://cbe-rmts.chcf-umms.org/
https://cbe-rmts.chcf-umms.org/
mailto:Schoolbasedclaiming@umassmed.edu
http://www.adobe.com/software/flash/about/
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System Requirements  

 Operating Systems 
  Windows HP and newer 
  Macintosh 
 
 Web Browsers 
  Internet Explorer 9.0 or higher with MS Windows SP, Windows 7, or Vista.   
  Safari 4.1 or Higher 
  Mozilla Firefox 2.0 or Higher; utilize all their automatic updates 

Note:  Internet Explorer web browser is not supported on Macintosh operating 
system.  Safari should be used instead of IE. 

 Web Filters 
  Workstations should allow access to the following URL 

Productuion Secure connection:  https://www.chcf.net/chcfweb/ and 
https://cbe-rmts.chcf-umms.org/ 

 
Also, it should be noted that Internet Explorer when run in “Compatibility mode” can cause 
issues. This can be updated from the “Tools” menu, “Compatibility View Settings”. 
 
Instructions for Finding Your Browser 

 
 Internet Explorer 

1.  Choose Help > About Internet Explorer 
2. Find out Internet Explorer version 

 
Safari 

1.  Choose Help 
2. Find out Safari version 

 
Mozilla Firefox 

1.  Choose Help 
2. Find out Mozilla version 

 
Instructions for Enabling Cookies 

 
 Internet Explorer 6-11 

1.  Choose Tools > Internet Options 
2. Click the Privacy tab 
3. Click the Default and choose Medium level 

 
 
 
 

https://www.chcf.net/chcfweb/
https://cbe-rmts.chcf-umms.org/
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Internet Explorer 5 

1. Choose Tools > Internet Options 
2. Click on the Security Tab 
3. Click Internet, then Default Level 
4. Select Medium Level 

 
Mozilla Firefox 

1.  Choose Tools > Options 
2. Select Privacy 
3. Click Accept cookies from sites 

 
Download Internet Browser 
 

Use the following websites to download a free copy of the latest browser. 
 
 Internet Explorer 
  www.microsoft.com/windows/ie/worldwide/ie6sp1downloads.asp 
 
 Apple’s Safari Browser 
  www.apple.com/safari/download/ 
 
 Mozilla Firefox 
  www.mozilla.com/en-US/products/firefox 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.microsoft.com/windows/ie/worldwide/ie6sp1downloads.asp
http://www.apple.com/safari/download/
http://www.mozilla.com/en-US/products/firefox
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Appendix A:  RMTS Coordinator Designee Form  
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Appendix B:  Provider Titles & Qualifications 
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Appendix C:  Quick Guide to Uploading RMTS Participants (to be updated in 
August 2016) 
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Appendix D: On-Line Training Reports 
 
These reports can be found under the On-line training tab, Training Summary. 
 
Training Documents Viewed Report 
 

 

Training Documents Not Viewed Report 
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Appendix E:  On-line RMTS Management Reports 
 

RMTS Participant  Moments Completed Report 

 

 

 

 

RMTS Incomplete Moments Report 
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RMTS Participation Compliance Status Report  

 

 

 

 

 

 

 

 

 

 

 

 


